ARIZONA DEPARTMENT OF EMERGENCY AND MILITARY AFFAIRS

Division of Emergency Management

Instructors — How To View And Print A Roster

Your instructor account is on the Acadis Readiness Suite administration site. https://azdema-admin.acadisonline.com
Your username will be first name.last name, NOT your email address.

On the Training Tab, in the Management Monitors section, click on “Training — Events”
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2. You will see a list of events that you are scheduled to teach. You will only see events that are assigned to you. Click

on the class that you wish to view. Click on the class that you wish to view.
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3. Click on “Students”.
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https://azdema-admin.acadisonline.com/

4. Click on “Reports”, then “Event Roster Report”.

Tanng

Acadis Orientation - ACA-001

Students (4) Y Fiftors | : Reports §
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Name . Usar D Sanding Organization Reg  Taken Tailed Risk Avy
Campa, Robect Mlzona Departiment of Emergency andd Military Aftaks on o o 0 000%
Hassett, Katherine Mtzona Department of Emergency aned Mlitary Affars 0 0 o [ 0.0 Eroulled
Marana, Vanessa Aizona Departiment of Emerpency and Military Affars 10 ] ) ) 00N Froolled
Scoort, Bocky Mtrona Degartment of Emergency and Mlitary Affars 0/0 0 o ol 0.00% £rvolled

There are multiple fields to include in the printed roster. From the Student Status section, check “Enrolled” and
“Student Name”.
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Student Information
‘ # Student Name SSN (last digits only)

User ID Gender
Emetgency Contact

Enrnllmant Infarmation

Scoll down and check “Sending Organization” and click “Continue”
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This will produce a roster that you can use as a sign-in sheet. Please print up and have students sign one for each day
of the class.

hitps.//azdema-admin.acadisonline.com//

PdifReportViewer.aspx

Event Roster Report

Arizona Department of Emergency and Military A fTairs Event Acadis Orientation - ACA-001
Event Dutes 10032018 - 10112018
Stodemts: 4

Nume Sending Organization

Campa, Robert Arnzona Department of Emergency and Military Affurs
Hassett, Katherine Arizons Department of Emergency and Military A ffirs
Moreno, Vanessa Anzona Department of Emergency and Military A ffairs
Scott, Becky Anzona Department of Emergency and Militury A ffairs

Summary:

Training Tab > Training-Events > (Choose Class) > Students > Reports > Event Roster Report > Choose “Enrolled”,
“Student Name”, and Sending Organization > Continue. You can then print the completed roster.

For more information, please contact the DEMA Training Branch at 602-464-6306 or training@azdema.gov.
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